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PART I - General 


This iJCR-State 303 supersedes all instructions previously issued relating 
to State office supervision of the organization and operation of county agricul- 
tural conservation associations and examining, computing, reviewing, certifying, 
and scheduling association expense forms. . 


The County Associations Section will continue as a regular section of the 
State office under the supervision of the State committee. However, its duties 
and functions will be onlarged under the 1939 Programs. 


Under the supervision of the State committee the County Associations 
Section will direct the organization and operation of county associations in such 
a manner that the associations will operate efficiently and economically. Under 
the direction of the State committee the County Associations Section will handle 
the administrative worl: originating in or applicable to county associations in- 
Cluding the handling of organization forms, Articles of Association, county 
association inventorics of cquipment and furniture, documents and procedures with 
reference to the County Association Indemnity Fund, rates of payment for personal 
services and automobile travel, matters of personne] of county associations, 
office soace of associations, purchases of equipment, furniture, supplies, and 
services by county associations, filing systems used in county offices, examining 
and auditing fiscal and other records of county associations, and supervising the 
preparation of association expense forms in the county offices and giving ad- 
ministrative approval, examining, checking computations, scheduling vouchers for 
payment, and preparing statements of exception with respect to such exponse 
forms in the State office. Under the direction of the State committee the County 
Associations Section will prepare correspondence and supervise contacts with 
County associations relative to the functions heretofore listed. 


A member of the State committee designated by the State committee will 
actively supervise the work of the County Associations Section. The Forth 
Central Division should be advised of the momber so designated by the State com- 
mittee as soon as the momber for 1939 has been designated. 


One man shall be dosignated by the State committec to supervise imme- 
diately the work and personnel of the County Associations Scction. It will be 
necessary for such supervisor to visit county offices in connection with the work 
of the County Associations Section. All work pertaining to county association 
operation will hereafter be done by the County Associations Section. If the 
personnel of such Section is insufficicnt to perform properly and promptly the 
functions of such Section, necessary personnel should be detailed to the County 
Associations Section from some other section in the State office. Such personnel 
should include a sufficient number of clerks to examine expense forms and check 
computations on such forms promptly each month, and reviow and schedule such 
expense vouchers. 


/ Further instructions relative to the operation of the County Associations 
Section will be issued as supplements to this NCR-State 30s. 


Examination and Certification 
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to the County Association Indomnity Fund. 
Transmittal to County Associations of Notification of Amount _of County 
Paymont to Indemnity Fund. --Upon roccipt of a list from the North Central 
Division showing tho amount af the payment to the Indemnity Fund to be 
made oy each county association, a memorandum shall be sont in duplicate 
to cach county association soerctary, stating tho amount owing to the 
Indemnity Fund by the county association and instructing the county 
association secretary to include on Forms ACP-8 and ACP-9 for the next 
period a claim for such amount. 


ntion of Forms ACP-8 and .\CP-9 Including Claim 
for Payment to the Indemnity Fund and Preparation and Certification of 
Form ACP-37 and Standard Forms 1064 and 1096.--Forms ACP-8 and ACP -9 
including claims for payment to the Indemnity Fund shall be examined, 
reviewed, and certified, and Forms ACP-37 and Standard Forms 1064 and 
1096 shall be prepared, roviowed, and certified in accordance with in- 
structions in Part V of this NCR-Stato 203. : 


Obtaining Signod Forms ACP-88, Rovised, from Officers and Employees of 
County Agricultural Conservation Associations.=-Form ACP-88, Revised, 
Oath of Office and Service Obligation, must be signed by each of the 
following officers or employees of a county agricultural conservation 
association unless he has previously signed Form ACP~-88, Service 
Obligation and Agreement: 


Chairman of County Committee 

Vice Chairman of County Committee 

Secretary of County Association 

Treasurer of County Association 

Secretary-Treasurer of County Association (if the offices 
are combined into onc) 

Chief Clork of County Association 


Any other person who will handle funds of the association includ- if 
ing any person designated to assist the association treasuror in f 
handling commodity loan collections in accordance with the pro- 
visions of Commodity Loan Regulations No. 1, or in handling crop 


insurance premiums or collections made in connection with grants 
of aid to Farmers. 


If ACP-88, Service Obligation and Agreement, has been signed by the 
officers and employees listed above, the State committee in its discretion © 
may waive the requirements for signing ACP-88, Revised, Oath of Office and 
Service Obligation, for such persons or may require all officers and 
employees listed to sign ACP-88, Revised, and destroy Forms ACP-88 
previously signed, 


ax Form ACP-88, Revised, should be signed in duplicate. The signed 
original should be transmitted to the State committee for comparison of th 
namcs of the signors with the names of the persons officially selected for 
the office or position. The signed original should be filed in the State 


office and the signed duplicate should be retained by the county association 
secretary. 


if any person required to sign Form ACP-88, Revised, refuses to do 
so, the case should be referred to the North Central Division for further 
instructions. 


PART III - Procedure for Handling Payments by County Associations 
To Persons Performing County Work in the State Office 
under a a Cooperative Agreement between the State Com- 

mittee and the County Association. 


A. Personnel Time Record.--The record of time worked by persons performing 
work for county associations in the State office under cooperative agree- 
ments will be maintained in the State office in the same manner as the 
record of other State office employees. The section of the State office 
having supervision over the county work performed in the State office 
will furnish to the chief clerk for transmittal to the County Associa- 
tions section at the end of each month a list showing the following: 


1. lames of persons in the State office employed during the 
month on county work on a cooperative basis. 


2. lumber of days or fractioml day's work performed by such 
persons on county work. 


3. umber of day'swork or fractioml day's work performed for 
each county. 


B. Preparation of Form NCR-County No. 12.--The County Associations Section 
will prepare this form in duplicate for each county for which work was 
performed. Forms NCR-County No. 12 shall be prepared in such a manner 
that a minimum number of such forms are sent to any county and a minimum 
number of forms are prepared for each employee. Wherever possible, all 
work performed by one person during the month shall be listed on one 
Form NOR-County No. 12. More than one form may be prepared for a person 
where it is not possible to have only one form for such person. However, 
the number of Forms NCR-County No. 12 for any person should be kept as 
low as possible. The original Form NWCR-County No. 12 should be mailed 
to the county association and the duplicate filed by the County Associa- 
tions Section. 


C. Adjustment of Per Diem Rates of Payment.--If the per diem rate paid to 
a person differs from'the rate “paid by county associations for similar 
services, the County Associations Section will obtain from the county com- 
mittee an amendment to the list of approved items and rates for such 
county, making provision for payment of the rate necessary to cover 
employment in the State office. 


D. Distribution of Checks and Preparation of Receipt Forms.-~When checks are 
received from the county association treasurer for county work performed 
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in the State office, the chief clerk will. deliver such checks to the paryees 
named thereon. Receipt Form ACP-12 in duplicate will be ootained from the 
payees With their signatures on both copies of such form, Both copies of 
ACP-12 will be mailéd to the county association. ‘efore a check for county 
work igs delivered to an employee working in the State office, such check 
will bo rccorded by the chief clerk. ‘the checks delivered will be compared 
with the copies of NCR-County No, le in the files of the County Associations 
Section to determino that each employee receives all the checks to which he 
is entitled for services during tne period. 2 


for Expenses of County Wes 
Conservation Associations 


The Count: Associations Section should see that all county agricultural 
conservation associations in the State are instructed to prepare and submit 
lists of items and rates of expenses for persoanmsl service and travel which 
have the approval of the county committec. 


Rates of Payment for Porsom] Services.--lates of payment for persoml 


services adopted by the county committce and approved on behalf of the State 
committec by the farmer ficldman shovld be shown for cach title under which 
services will be porformed, All rates for persoml services shall be ona 
per diem basis for the time actually devoted to the work of the association. 
No provision should be made for a per hour, per week, per month, per year, or 
per unit rate of payment for personal services, No rates for personal services 
shall exceed the following; | 


Secretary, treasurer, secretary-treasurer, county committeemen,) Rate not to ex™ 
community committeemen, performance supervisors, farm 

reporters, farm reporters ground control, range inspectors, 
insurance representatives, crop insurance adjusters, county 


commodity loan supervisors, commodity loan inspectors...... 


) 

) Ys 
) day ; provided the’ 
) maximum shall 
) only be paid if | 
) the volume of 7 
} business or 
) 
) 
) 
) 
) 
) 


other special — 
conditions justi 
fy this rates 
Rate not to oxal 


coed $2.50 per 4 
day. 4 


Assistants to farm reporters and assistants to range 


LESICCLOL Sis necete ep so tave ip mle teceys oie lo'vie ecm spendin fons lock sbunue Dh, @hanths senna & 
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( Rate paid to typists, stenographers, and clerical 

workers should in no case exceed rates paid in 

the State office for similar work. Due to lower 

prevailing wages in most countics, lower rates 

. should in most cases be approved. 

Meeeeen) 2Ssistants...........- 
: Chief clerk--rate not to exceed $4.50 por day 

excopt that the chief clerk may be paid $5.00 

per day if he has charge of the office for the 

county committee. 


e 
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Payment for travel in 1939 can bo made only to: county com- ) 
mitteemen, performance supervisors, range inspectors, ) 
assistants to range inspectors, crop insurance representa- ) 
tives, crop insurance adjusters, commodity loan supervisors,) 


commodity loan inspectors, chiefs of ground contrcl parties ) Rate not to 
working on acrial survey while actually cngaged in field ) exceed 3¢ 
Smee eiCr OflSTound CONLPOL DALty..cesncscevesnccescese) per mile. 


Basis of Determining Items for which Miscellaneous Claims will be Approved on 
ACP~9.--The list of approved items and rates should not include miscellaneous 
items of exoense. The County Associations Section and farmer fieldmen shovld 
recommend to the State committee what siscellaneous items shall be approved for 


each association, 


Equipment and Office Furniture.--The farmer fieldman should check with 
the county committee any items of equipment or office furniture which the; wish 
to purchase. The State committee should approve the purchase of items actually 
required for the cfficient operation of the association. 


In all cases associations should obtain priccs on comparable equipment from 
two or more firms in order to obtain the best prices available. Groups of coun- 
ties may pool their orders for equipment for the purpose of realizing a saving in 
cost. ‘The State comuittee may assist the county associations in purchasing equip- 
ment and furniture to the best advantage. As county associations are considered 
essentially associations of farmers and have the mature of Federal instrument- 
alities rather than Federal agencies, the North Central Division cannot provide 
equipment for associations at Government contract prices. 


Office Supplics.--Necessary office supplies may be purchased by the county 
committee withovt prior approval if the cost does not cxeced $25.00. Purchases 
of office supplies in excess of $25.00 should be handled in the same manner as 
purchases of cquipment and furniture. 


Enployer's Liability Insurance.--ho itom of expense for onployer's liability 
insurance ig allowable since officers, connitteenen, and onployees of county associ- 
ations are entitled to compensation under the Federal Employees Compensation Act 
in case of injury or death resulting from injurics sustained while actually 
engaged in association wor’. 


oe ae ; 


Fire Insurance.--Reasonable claims for fire insurance on association % 


equipment, supplies, and records are allowable. 


State Sales Taxes.--Purchases of services or supplies for county agricul— 
tural conservation associations are exempt from State sales taxes since county 
agricultural conservation associations are considered Federal instrumentalities. t 
Only State sales taxes included in the purchase price of.services or supplies 
in such a manner that the amount of such tax is not indicated should be approved — 


for payment. + 


Federal and State Taxes on Telephone Services or Tolls, --Claims ioe 


Federal or State taxes on telephone services or tolls should not be approved fort 
payment. 


Rental of Office Svace.--The county committee may incur expenses for 
rental of space for county offices and include claims on Form AOP-9 for - 
payment. All arrangements for office space require the approval of the State . 
commottee or of the farmer fieldman on behalf of the State committee, and : 
no claim for rental of space should be approved on Form ACP-9 unless written 
approval accompanies such claim or has previously been filed with the County . 
Associations Section. s 


PART V - Procedure Aue ee and | soba ee a of 


ACP-8, eegieeae Ga. Seer cw AOP-10, Revised! 
ACP ACP-11, Revised, ACP-1¢ 12, Revised, ACP-37, NCR-County 


Yo. 7, 7, NOF-County io, , 15, and NCR-County No. 16, and 
Preparation of Forms 1096 and Forms 1064. 


ae te Unto. Gi: 


This Part V of NWCR-State 303 supersedes NCR-State 105 issued June 11, 
1937, and all subsequent memoranda with respect to examining, computing, 
reviewing, certifying and scheduling Forms ACP-8, ACP-9, ACP-10, ACP-1l, 
ACP-12, and ACP-37 relating to administrative expenses of county agricultural 
conservation associations. 


ante © 


he work described in this Part V shall be performed in the County 
Associations Section. Forms submitted to the State committee pertaining to 
county association expenses shall be given a detailed administrative examim- 
tion by the County Associations Section, Thereafter, such section shall check 
all computations, review and schedule such forms, and prepare such corre- 
spondence and such Schedules of Exception, ACP-37, as may be necessary. 


q 


A Receiving and Recording Forms 


1. The receiving and recording clerk should determine that the associa- 
tion has forwarded to the State office the following forms: 


For convenience the word "Revised" is hereinafter omitted wherever 
reference is made to Forms ACP~8, Revised, ACP-9, Revised, ACP- 10, 
Revised, ACP-11, Revised, and ACP-12, Revised. 


a. ACP-8 (original) 

be ACP-8a (three copies) 

c. ACP-9 (original and two copies) 

d, ACP=-10 (original and two copies) 

e, ACP-11 (origiml and three copies) 

f. ACP-12 (original) where receipt was not obtained on ACP-11l 

&. Canceled checks, where receipts could not be obtained on 
~  ACP-11 ar ACP-12 

h, ACP-37 for previous period (if any) (one copy) 

i. MRCounty No. 7 (original and two copies) 

je» MRCounty No. 15 (origiml) 

k. WRCounty No. 16 (original and two copies) 


2. ‘the receiving and recording clerk should maintain a record of 
exnoense forms received from each county and the disposition 
made of such forms. 


Administrative Examination of Forms.--The supervisor of the County 


Associations Section should make an administrative examination of 
expense forms for the purpose of determining whether such forms 
may be approved for payment and to determine whether any claims for 
expense payments must be disallowed. If the supervisor determines 
tha t certain items should be disallowed or corrected, he should 
indicate such disallowance or correction by striking through the 
item to be disallowed or corrected and should attach a list of the 
disallovred or corrected items to the form. 


1. Form ACP-8 


ae Determine ‘that the name.of the treasurer (the payee) is 
correct and that such treasurer has transmitted a signed 
Form ACP-88 or ACP-88, Revised, Oath of Office and 
service Obligation. 


be. Determine that the address shown for the treasurer is the 
correct address of the county association. 


c. Determine that the mames of persons signing as president 
or acting president, secretary or acting secretary, 
are correct and that such persons are authorized to 
sign in such capacities, and that they have transmitted 
signed Forms ACP-88 or ACP-88, Revised. 


d. If the supervisor of the County Associations Section recom- 


mends Form ACP-8 for payment, he will initial the original 


of such form immediately above the words "approved for" 
over the space for the approval of the State Executive 
Cities, 


e. If the designated member of the State committee approves 
Form ACP-8, he will sign such form in the space for the 
signature of the State Executive Officer, deleting the 
words "for $ " after the word "approved." 


2. Forms ACP-9 and ACP-10 
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a, Make the same determination with respect to persons signing 
as president or acting president and secretary or acting 
secretary as described under le above, 


b, Determine that the rate of payment for persomal sorvices 
shown for each person is not in excess of the rate pro- 
vided in the list of approved items and rates for the 
title under which the service. was performed. If the rate 
claimed is in excess of tho approved rate, strike through 
the rate shown in column 5 with a pencil and enter the 
correct rate in the nearest available space. Strike 
through the entrics in column 6 and column 9, but do not 
compute the correct ontry. 


c. Determine that the rate for auto mileage shown in column 7 
does not exceed the approved rate. Determine that auto 
mileage has been claimed only for persons working under 
titles and performing travel for which payment for travel 
is provided in the list of approved items and ra t6Gs "oem 
the rate shown for auto mileage is in excess of the 
approved rate, strike the rate shown and enter the correct 
rate. Also, strike the entries in column 8 and column 9. 


ad. Determine that purchases of equipment and office furni ture 
costing $25.00 or more have the prior approval of the 
State committee or their representative and that such 
approval is on file with the County Associations Section. 


e, Determine that prices shown for miscellaneous purchases and 
services are not excessive. 


f, If instructions have been issued by the State committee 
requiring the inclusion on Form ACP-9 for the month of 
a claim for payment to the County Association Indemni ty 
Fund, examine entries on Form ACP-9 and determine that 
the claim has been included and that the correct amount 
has been claimed, If the correct amount has been 
claimed, encircle the entry for such amount with blue 
or black ink in column 9 of ACP-9. 


eg If the total amount of expenses for any one month or the . 
amount under any title or classification appears excessive, 
call the matter to the attention of the State committeenan 
directly supervising the. County Associations Section. 


a. Determine that the person signing as treasurer is the same 
as the person shown as payee on Form ACP-8 in connection 
with which payment of the items listed on ACP-1ll was 


4. 


! 
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made to the association or that the person signing as 
treasurer is properly authorized to sign in such capacity. 


Form NCR-County No. 15 


@. Determine that the heading of the form is filled out 
correctly. 


be Determine that the distribution by programs of the cost of 
personal services\and travel under each title is equitable 
and in accordance with instructions issued by the State 
committee, If instances are found in which the distribu- 
tion by programs does not appear equitable, call the mat- 
ter to the attention of the State committeeman directly 
supervising the County Associations Section. If he does 
not approve the form, he will return it to the county 
association. 


CG. Determine that additions on the form are correct. 


de Determine that the form has been signed by the chairman 
or acting chairman of the association. 


Form NCR-County No. 7.--Upon completion of administrative examina- 
tion, detailed examination, computation, and review of ACP-8 and 
related forms, examine and complete NCR-County No. 7 as follows: 


a. Determine that the entries at the top of NCR-County No. 7 have 
been properly made. If any of these entries are incorrect, 
make the necessary corrections in red ink. 


b. Determine that the entry on line 1, column (b) agrees with 
he amounts reported in the memorandum attacned to ACP-8 
explaining collections, If such entry does not agree with 
the collections reported in the attached memorandum, strike 
the éntry,.on.line 1,. column (b), and enter in lieu thereof 
in red ink the amount of the collections reported in such 
memorandum. 


c. Determine that the entry on line 2, column (b), and the entry 
on line 3, column (bd), agree with the amount of collections 
reported on NCR-County No. 16 in connection with the Corn 
Loan Progran and the Wheat Loan Program, respectively. If 
the entry on line 2,. column (b),, or the entry on line 3, 
column (b), does not agree with the amount of collections 
reported on NOR-County No. 16 in connection with the Corn 
Loan Progran or the Wheat loan Program, strike 
the entry on line 2, column (bd), or line 3, column (bd), 
as the caso may be, and enter in liev thereof in red ink 
the anount of the collections reported on NCR-County 
No. 16 as approved by the State connittee. 


de 
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Determine that the entry on line le, column (b), agrees with 


the entry on line l(c) of ACP-8, or if Form ACP-37 was 
prepared, with the entry on the corresponding line 

of such fom. If such entrics do not agrec, strike 

the entry on line 12, colunn (b) and insert in lieu 

thereof in red ink the entry on line l(c) of ACP-8 or ACP-37, 
as the case may be. 


ere 


ncnorandum attached to ACP-8 as being the result of an 
overclain which was discovered before paynent was nade, 
the anount of such overclain will not be included in the 
anount shown on line 1(c) of ACP-8, Accordingly, in such 
casos, enter the amount of tho overclain innediately above 
or below the entry on line 1, column (bo), of NCR-County 
Yo. 7 and correct the total shown on line 12, colunn (b) 
to reflect the addition of such entry. 


Determine that entries in column (c) for the respective 


programs agree with entries in lines 17 or 18 of ooa— 
County No. 15 for such progran. 


Deternine whether the county committee has properly distributed 


he expenses of the county association anong the various 
programs administered by the county association. If such 
expenses do not appear to be properly distributed and such 
improper distribution results from the manner jn which NOR- 
County No. 15and NCR-County No. 7 are prepared, return such 
forms to the county office for correction or satisfactory 
explanation and suspend ACP-8 and related forms pending the 
receipt of corrected Forms NCR-County No. 7 and NCR-County 
No. 15 or an adequate explamation of the distribution shown 
in column (c) of Form NCR-County No. 7. Do not attempt to 
redistribute the amounts entered in column (c). 


Determine that the entry on line 12, column (c), is equal to 


the sum of the entries in such column. 


Where corrections are made in column 9 of ACP-9 and ACP-10 in 


Bis 


De 


the State office, determine the program, the expenses of 
which will be affected by such change, and reflect the cor- 
rection in column (d) opposite the name of such program. 

If the item corrected on the ACP-S or ACP-10 docs not indi- 
cate the program to which it relates, the correction should 
be reflected on line 1, column (4). 


any program is not affected by corrections made in colunn 9 
of ACP-9 and ACP-10, enter in column (d) opposite the name 
of such program, the entry in colunn (c) on the same line. 


termine that the ontry on line 12, column (da), is equal to 
the total ontry of column 9 of the approved ACP-9. 


——— 7 2 Ot 
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is poe completion of NCR-County No. 7, refer such form to 
‘the member of the State committee directly supervising 
the: pd Associations Section for his approval. 


me When eh NCR=County Yo 7? has been apenowea and signod 
- by a mombor of*the State committee, deliver the 
original of such form to the Stato ‘accountant, roturn 
one copy to tho county association, and rotain the 
other copy’in the County Associations Scction. 


6. Form NCR-County No. 16 


a Determine that the person signing as treasurer is authorized 
to sign in such capacity and that he has transmitted a 
Signed ACP-88 or ACP-88, Revised. 


Detailed Examination of Forms ACP~-8 and‘ Related Forms.--Clerks work- 
ing in the County Associations Section will make a detailed exanina- 
tion of Forms ACP-8 and related forms as follows: 


1. Detailed examination of Form ACP-11 
Examine ACP-11 as follows and delete those items appearing 
thereon which have not beon reccipted for in accordance with the 
procedure hereinafter scot forths 


a. Determine that the "Reccipt No." and "Code No." appearing 
on ACP-11 correspond with tho "Statoment No." and "Code 
No.", respectively, appearing on the copy of ACP-S 
submittod for the same period. Mako such corrections 
as are necessary. 


b. Detcrmine that the other deta ontered in the top part of 
ACP-11 have been properly entered. Make such correc- 
tions as may be neccssary. 


c. ‘Detormine that for cach name appearing in the first column 
of ACP-11, there is an amount in the sccond column and 
a& signature in the third column or if there is no signa- 
ture in the third column that there is a signed ACP-12 or 
& canceled check covering such iten, 

d. Dctormine that the names and amounts appearing in colunns 
1 and 2, respectivoly, of ACP-11 correspond with the 
nanes and amounts (approved items only) aspearing in 
columns 1 and 9, respectively, of ACP-9 or ACP-10 cover- 
ing the same period. If the amount is less than that 
appearing on ACP-9 or ACP-10, determine that the dif- 
ference is adequately explained and if the amount is 
greater than the anount appearing on ACP-9 or ACP-10, 
delete such iton. 


Ce 


Se 


he 


mt 


Determine that the signature in. column 3 of ACP~11 correse 


bie 


If 


He § 


ponds | with the name appearing in column 1 of ACP=j9 or 
ACP-~10. The receipt shall be considered acceptable 
irrespective of minor differences in spelling so long 
as it can reasonably be determined that the signature 
and the name are that of the same person. Where ACP-l2 
or a canceled chock is submitted in lieu of a signa 
ture in column 3 of ACP-11, a notation should have been 
made in column 3 of ACP+1l to the effect that ACP-le2 

is attached or that a canceled check is attached. 

Make such notation if necessary. In such cases, check 
the signatures on ACP~12 or the names of the payees 

on the canceled checks against the names appearing 

in column (1) of ACP-9 or ACP~10,. . 


the signature in column 3 of ACP+1l or the signature 

on ACP-12 is that of a person other than that appeare 

ing in column 1 of ACP~9 or ACP~10, a power of attorney 
must have been submitted signed by the person whose name 
appears in column 1 of ACPH~9 or ACP-10, authorizing the 
person whose signature appears on ACP-~11 or ACP-12 to 
receive the check, A power of attorney need not be sub 
mitted where an officer or employee signs ACP-11 or ACP.12 
on behalf of a firm or corporation, which firm or corpora» 
tion is listed as a claimant on ACP+9, The person signing 
for a firm or corporation must sign the name of the firm 
or corporation followed by his own name and title, for 
example, Joe Brown & Company, Tom Brown, Socretarye 


the payee died or has been declared incompetent and 
someone has been authorized to receive payments in his 
behalf, a certified copy of the court order should have 
been attached to the original ACP-11. The short cere 
tificate Form AAA-327 may be used for this purposes 

The representative authorized by the court should have 
signed the ACP-11 in the following style; 


Alice Doc Estate, 
By: John Doe, Executor 


the payee died and there will be no administration upon 

his estate, Form NCR~County No. 12 will have been filled 
out by the deceased prior to his death or by some one 

in behalf of the deceased who is familiar with the services 
rendered by him. The claim will have been entered on 

Form ACP~9 or ACP-10 in the name of the person who performed 
the services, The county committee should be instructed to 
have Form 1055 prepared in accordance with the instructions 
in Part VI of NCR-223. Such form should then be 


le 


k. 
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ats 


transmitted to the State office where it should be examined, 
On the basis of the facts disclosed thereon, the State office 
should advise the treasurer of the county association as to 
whom payment--should be made. Such determination: should be 
made on the basis of the laws of descent and distribution for 
the State,.a-brief of which will be found in Part VIb of NCR» 
State 208. The treasurer of the county association should be 
instructed to obtain a receipt.on Form ACP~1l1 or ACP-12 
comparable to one of the following: ” 


John Doe, deceased, by Alate Doe, Mary Doe, 
and Richard Doe, heirs at law, 


Ol 


John Doe, deceased, by Richard Roe, payer 
of funeral .expenses, 


A copy of Form 1055 should be attached to the original Form ACP~11, 


If as a result of garnishment proceedings, the court issued a 
judgment directing the treasurer of the county association 
to pay over amounts of money due an employee of the associa 
tion to a judgment creditor, the judgmont creditor should. 
have reccipted for the amount paid to him by signing ACP~11 
in the following style: 


John Doe (name of employee) 
By: Richard Roc, Judgment creditor 
A certificd copy of the court ordor directing that payment be 
made to the judgment creditor should have been attached to 
ACP-11, 


If the signature of a payee on ACP-1l or ACP-12 is by mark, 
such signature must be witnessed by a disinterested person. 


Submit ACP-11 to a computing clerk who will’ prepare and attach 


an adding machine tape for the figures appearing on ACP+11 
in the column headed "Amount" and return Form ACP~11 to 
the examining clerk. The computing clerk will not add 
those figures which have been deleted, . 


Check the total on the adding machine tape against the total 
of the second column of ACP-1l, If there is a discrepancy, 
check the individual items on the adding machine tape 
against the individual items appearing in the second column 
of ACP-11. Make such corrections as may be required in the 
total of the second column of ACP~1l, 


te 


m. Determine that the total of the acceptable receipts is 
equal to the amount shown on line 6 of the copy of 

ACPw8 covering the period for which such receipts 
were submitted or the entry in line 6 of the correct 
amount column of Form ACP+37, if such form was pre-= 
pared. Any difference between such totals should 
be accounted for in the memorandum over’ the signature 
of the president or secretary of the association 
explaining such difference, If the total of the 
acceptable receipt is not equal to the amount shown 
on line 6 of ACP-8 as stated above, and the difference 
is not accounted for as an overclaim, the balance may 
be accounted for temporarily by 2 showing on the part. 
of the treasurer of the associotion that it was impos 
sible to procure receipts for such balance due to 
reasons or circumstances beyond his control or by a 
showing that part or all of the amount entered in 
line 6 of ACP-8, as corrected by ACP-37, was paid by 
a transfer to the County Association Indemnity Fund 
instead of being paid by the county association 
treasurer. . 


ne If receipts for certain items appearing on ACP-1l1 are 
found to be unacceptable, or if the amount shown in 
line 6 of ACP~8 covering the period for which receipts 
were submitted, as corrected by ACP-37, has not been 
fully accounted for, prepare a letter to the treasurer 
of the association for the signature of the State chair- 
mane Such letter, should 


(1) Identify the ACP-11 to which exception has 
been taken, 


(2) Set forth the deficiencies in such ACP-1l, 


(3) Request the treasurer of the association to 
prepare and submit a supplemental or corrected 
ACP-~11 covering the items set forth under (2) 
AbDOVE » 


Oo. When it has been determined that the amount appearing on line 6 
of ACP-8 for a previous period, as corrected by ACP-37, has 
been fully accounted for, stamp on the office copy of such 
ACP-8, "Funds accounted for." The examining clerk shall 
enter his initials immediately beneath the stamped notation. 
If such amount has not been fully accounted for, enter in 
the lower left-hand corner of ACP-~8 opposite the space provided 
for the signature of the certifying officer, the following: 


mount to be accounted for $ 
Amount accounted for $ 


Balance to be accounted for$ 


Enter in the first blank. space the amount appearing on 
line 6, as corrected by ACP-27, Enter in the second 
blank space the amount for which acceptable receipts 
have been obtained plus the amount, if any, for which 
receipts need not be submitted. Enter in the third 
blank space the difference between the entry in the 
first blank space and the entry in the second blank 
space. When supplemental reccipts are reccived, cover+ 
ing the "balance to be accounted for," stamp on the 
office copy of ACP-8, "Funds accounted for". The 
eXamining clerk shall enter his initials immediatcly 
beneath the stampod notation, 


p. If there is on file en ACP~8 which has not been stamped 
"Funds accounted for", which was paid 60 days or 
more prior to the last day of the current period, the 
current voucher (ACP-8) shall not be approved until 
there has been a proper accounting for the funds 
provided for under the 60-day old voucher, except 
where the treasurer of the association has made a 
showing that receipts covering "the balance to be 
accounted for" could not be obtained due to réasons 
or circumstances beyond his control. 


ae Detailed examination of Forms ACP~9 and ROP=1(5 


a. Determine that the entries at the top of ACP-9 ahd ACP-10 
- have been properly made, If any of these entries 
are incorrect, make the necessary corrections in 
red ink, 


(1) 


(2) 


(3) 


(4) 
(5) 


(6) 


(7) 


—16— 


The "Statement No." is the number assigned to 
the form by the county office, Forms ACP~9 
and ACGP~10 for January 1939, will be assigned 
number "D-1"s forms prepared for February, 1939. 
will Dé assigned number "D-2", etc. Supplemental 
claims or reclaims for expenses incurred during 
previous periods may be submitted with expense 
statements ACP-9 and ACP~10 for the current 
period. Supplemental claims or reclaims for 
each previous period will appear on separate 
shocts of ACP49 or ACP-~10 and will bear the 
statement number of ACP-9 or ACP-10 covering 

the current period followed by the word "Supple 
mental" or "Reclaim," ag the case may bee For 
example: If in connection with the January, 


"1939, expense statement, there is submitted 
on a separate sheot of ACP-~9 or ACP-~10 a re 


claim for December, 1938, and a supplemental 
claim for November. 1938. the sheets of ACP-9 
or ACP-~LO upon which such claims are shown 
will hear statement numbers, "D-1, Reclaim" 
and "D-1, Supplemental," respectively. 


The "Sheet No," refers to the number of the 
sheet in the set of Forms ACP-9 and ACP-10_ 
For example: If there are two sheets of ACP.10 | 
and an ACPu9, the sheets of ACP-10 will be 


‘numbered 1 and 2, respectively, and the ACP-9 


Will be numbered 32, 


The entry in the space provided for "Total Sheets" 
will correspond with the sheet number of ACP~9; 
that is, if the sheet number for ACP-9 is "3", the 
total number of sheets in the set will be 3. 


The "Code No." will be the State and county code, 


The entry over the blank space entitled, "Agricultural 
Conservation Association or Committce of Producers" 
will be the name of the county agricultural conser 
vation associatione 


The entry in the blank space over the word "County" 
will be the name of the county in which the assow= 
ciation is located, 


The entry in the blank space over the word "State! 
will be the name of the State in which the asso« 
clation is located, 


> aL Zon | 


(8) The entry in the blank space following the words 
"For month of" will be the name of the month for 
‘Which the expense statement is submitted. This 
entry on sheets containing reclaims or supplemental 
Claims from previous months will be the name of 
such previous month. 


(9) The entry inthe blank space following the word 
"Date! will be the date on which the form igs prew 
pared, 


be Make the following determinations with respect to ACP~10 
, and that part of ACP<9 entitled, "Personal Services 

and Use of Automobile on Mileage Basis." Where a 
correction is authorized herein draw a light line 
through the original entry on the original and all 
copies of ACP~9 or ACP-~10 and insert the correct 
entry in the nearest available space in red ink. If 
any item cannot be approved, suspend such item by 
drawing a line through such item, 


(1) If the name of a claimant does not appear in column 
' (1) opposite each amount shown in columns (3) to (9), 
inclusive, delete such item as well as the correspond 
ing entry in column (9), The claimant's name may 
be regarded as acceptable even thougn the middle 
initial in such name is omitted. 


(2) Determine that the dates upon which service was per- 
formed have been entered in column (3). Where cone 
secutive days are claimed, the first and last dates, 
inclusive, will be considered sufficient, If frace 
tienal days are claimed, the fraction will be shown 
in parentheses after such date. If service was 
performed on Sundays or holidays, there must appear 
a notation indicating that services were actually 
necessary and were performed for the association 
on those days, If such a notation does not appear 
on the form, a separate certification by the sece 
retary or president of the association will be 
required. Determine whether a claimant's name 
appears more than once in column (1) of ACP~9 or 
AGP-10 and if so whether there is any duplication 
in the dates for which claims for services are 
made. If a supplemental claim for an individual 
is included, exercise special care to make certain 
that claim for a date or dates listed in the supple- 
mental claim has not also been included on ACP~9 
or ACP~10 for the period to which such supplement 
pertains, If duplications in dates are found, dis~ 
allow the claim for compensation for such date in 
all places where such date appears, 


(3) 


eel) 


Ese) 


Ce . Make 


Wee 
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Determine that the number of days shown in column (4) 
is equal to the number of days for which dates are 
reported in column (3). - 


(a) If the number of days reported in column (4) is 
in excess of the number reported in column (3), 
reduce the number in column (4) accordinglye 


(b) If the number of days reported in column (4) is 
less than the number reported in column (3), do 
not correct the error but place an asterisk (*) 
opposite the erroneous item. 


Determine that the "Rate per Day" shown in column (5) 
of ACP+2 and ACP-10 ie not in exccss of the rate 
specificd in the list of approved items and ratos,. 


(a2) If the "Rate per Day" shown in column (5) is 
in excess of the rate specified in the list of 
approved items and rates, correct the rate in 
column (5) accordingly. 


(b) If the "Rate per Day" shown in column (5) is 
less than that specified in the list of approved 
items and rates, do not change the rate. 


Determine that the person making the claim for auto- 
mobile travel is working under a title and performing 
services for which payment of travel is authorized, 
and that the rate per mile for automobile travel, as 
shown in column (7) of ACP~9 and ACP-10, is not in 
excess of the rate specificd in the list of approved 
items and rates. 


(a) If the "Rate per Mile" as shown in column (7) 
is in excess of the rate specified in the list 
of approved items and rates, correct the rate 
per mile shown in column (7) accordingly. 


(b) If the "Rate per. Mile" shown. in column (7) is 
less than that. specified in the list of approved 
items and rates, do not change the rate. 


the following determinations with respect to that part 
of ACP-9 entitled, "Miscellaneous", If any item listed 
on ACP~9 or a commercial invoice cannot be approved, 
suspend such item by drawing a line through such item. 


Suspensions made in the administrative examination 
of Forms 


Make all corrections indicated on the list prepared 
by the person making the administrative examinations. 


(3) 


(4) 


Original receipts must be attached to support all 
claims for expense items in excess of $1.0C which 
have been paid by officers or employees of the 
association with their personal funds. Such re 
ceipts must be signed and must give a detailed dew 
ecfiption of the purchase, including the name of the 
person who paid the clain. 


Bank charges for checking accounts and float charges 
should appear in the name of the bank, In such cases 
a bank debit slip must be attached or there must be 
entered on ACP~9 the words "Debit slip to be attached 
to ACP-11."" If the bank issues a notice of charges 
due and does not debit the account of the association 
until a United States Treasury check is received cover~ 
ing thelorms ACP-8 and ACP-9 with which the claim for 
bank charges was included, attach such invoice to 

Form ACP~9 in place of a debit slip. 


Postage All claims for expenditures for postage must 
have been entered in the name of 


(a) The person who made the purchase from the Post 
Office. (Such claim must be supported by a 
receipt from the Postmaster or other repre sentative 
of the Post Office), or 


(bv) The organization from which the postage was pur 
chased, if the bill for stamps has not been paid. 
(Such claim must be supported by an itemized 
invoice), or 


(c) The officer or employce of the association in 
cases where such person personally paid for 
postage bought from some organization other 
than the Post Office. (Such claims must be 
supported by an itemized receipt signed by a 
representative of such organization). 


(a) The name of the Postmaster in cotton counties in 
connection with Business Reply Cards ,Fforms 
Gotton 211l-A+t, Cotton 21%-b, and Cotton eol=Dd. 


Telephone and Telegraph 


(a) Claims for telephone service and toll calls 
charged to the telephone of the association 
must be entered in the name of the telephone 
company and itemized invoices must be attached. 


(v) Where claims for telephone services or toll 
charges were not charged to the telephone of 
the association, such claims must be entered in 
the name of the organization or person billed 


(6) 


ele 


by the telephone company and must be supported 
by an itemized list of charges from the tele- 
phone company , setting forth service charges 
and toll calls to be paid by the associations 
Where the telephone company does rot furnish 


a duplicate copy of tne original invoice, a 

true copy in duplicate must have been prepared 
and certified by an official. of the organization 
“which was billed by the télephone company ,y and 
by an official of the association. One copy 
must be attached to ACP. 


(c) If teleshone calls were made from pay stations, 
the claim for such alls must be entered on the 
statement in the name of tne individual making 
tie calls, If the total amount was over $1200. 
and no receipt could be obtained, a memorandum 
supporting this entry should be prepared showing 
the date, wno called, subject, and amount. ‘The 
memcrandun must be signed by the individual 
maiing the calls and approved by an officer of 
the association. 


(a) Charges for telegraphic service must, in all 
cases, be supported by copies of the messages 
which must show the date of sending. If the 
cost of a telegram exceeds $1,004 in addition 
to a copy of the telegram, 4 receipt must bee 
attached, A copy of the telegram bearing a 
receint trereon is acceptable. Cnarges for 
telegraphic service may not be approved if © 
the telegram for which the claim is made 
does not pertain to the business of the asso- 
ciatione 


Commercial bills or invoices must be attached in support 
of purcuigus of commercial services (except bank service 
uncer certain conditions - see paragrapn (c) below) for 

amounts exceeding $1.00. 


(a) Such bills or invoices should have been itemized 
as to the number of units purchased, cost per unit, 
and total coste If the number of wits and unit 
cost are not shown on the invoice, such information 
must be shown on ACPO, 


(b) Such bills or invoices should have been submitted 
on billheads of the firm and must have been datede 
If not submitted on billheads, the signature of an 
authorized representative of the firm from which 
the purchase was made, together with such person's 
title, must avpear. 


(7) 


(8) 


(9) 
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(c) Claims for bank service charges for the month 
covered by ACP-~9 may be entered on ACP-9 without 
being supported by an invoice or debit slip. In 
such cases, the name of the month should be entered 
in ¢olumn 1 of ACGP.9 and the notation, "Debit. 
slip to be attached to ACP~11" should be entered 
immediately below the item for bank service chargeSe 


Where supplies or equipment have been purchased, or 


equipment rented from an officer or. employee of the 
association, the claim must not be allowed unless there 
is attached a certification of the president or secre+ 
tary of the association, indicating that the supplies 

or equipment were necessary and that ‘the equipment 
rented or purchased, or supplies purchased, were not 
otherwise available, and that such equipment or supplies 
were personally owned by such employee or officer. 


Rentals Where equipment, or office or storage space is 
rented, ali claims for the rental thereof must show 


the inclusive dates for which such rental is claimed. 


Coupon books No claim shall be approved for coupon bookse 


d. Determine that all erasures or corrections made in the county 


office on ACP~9 and ACP-10 have been initialed by the 
person signing as president or secretary of the associa 
tion or the persons acting in their stead who certified 
ACPH.9, 


es Determine that ACP~9 has boon certificd by the president, 


‘vice-»president, or acting president and secretary or 


acting secretary of the association. If one or more of 
the required officers failed to certify the form, 
suspend the entire set of forms, 


3. Detailed examination of Form ACP-8 


a. Determine that the entries at the top of ACP-8 have been 


(1) 


(2) 


properly made, If any of these entries are incorrect, 
make the necessary corrections in red ink. 


The "No." in the upper right-hand corner of the form is 
the number assigned to such form in the association office. 
The ACP~8 for January 1939 will de assigned "D-1, Jan"; 
the form for February 1939 will be assigned "D-2, Feb.", 
etc. The State and county code will have been entered 


immediately under the number, Such information on ACP-8 


should agree with the entries after "Statement No.", 
"For Month of", and "Code No." on the related set of 
Forms ACRP-9 and ACP.10, 


The entry opposite "U, S. Department of Agriculture,AAA", 
should be'North Central Division. 


@22- 


(3) Enter or stamp opposite the word "Appropriation" , 
the correct symbol number of the appropriation from 
which county administrative expenses are paid as 
furnished by the State accountant. 


(4) The entry opposite "The United States, Dr., To:"! 
should be the name of the treasurer of the associa- 
tion followed by the abbreviation, "Treas.", the 
name of the county included in the association, and 
the abbreviation, "Co. ACA." For example, "John A, 
Doe, Treas., Adams Co. ACA." 


pb, Determine that line 6 of ACP-8 has been changed to read as 
follows: "Amowmt of’ expenses for period (as per ACP-9, 
Revised, attached)'"', Correct if necessary. 


ce Determine that the president, vice president, or acting 
president and secretary or acting secretary of the 
association have signed in the spaces provided for 
their certification. Suspend the voucher if one 
of the required officers failed to signe 


d. Determine that the State committeeman in charge of the 
County Associations Section has signed in the space 
provided for the signature of the State executive 
officer and that the word and symbol "For $ " 
appearing immediately above his signature have been 
deleted. Make the deletion if necessary, 


e. Determine that the entry on line 1 (a) of ACP+8 is the same 
as that on line 3 of ACP-8 submitted for the previous 
period, if such entry on line 3 was correct. If such 
entry on line 3 was incorrect, determine that the 
entry on line l(a) of ACP~8 is the same as the entry 
in Section II of ACP-37 for previous period, on line 
3 of the column headed "Correct Amount." 


f. Determine that the entry on linel(b) of ACP-8 is the amount 
of the check issucd for the previous period. If the 
check for the previous period had not been received 

at the time the current voucher was submitted, a zero 
should have been entered on line 1(b) of ACP»8, If 
two checks were received since the submission of ACP-8 
for the previous period, determine that ACP-8 for the 
current period shows the number and amount of each 
check on line 1(b), . ch 


g» The amount appearing on line 1(,) of ACP-8 will represent 
collections made by the treasurer of the association 
since the submission of the previous voucher Form ACP- 
When an entry appears on line 1(c), determine that 
there is attached to ACP-8 a Form NCR~County Noe 16 


ah a 


or a memorandum from the president or secretary 
of the association explaining the source of such 
collections. 


be ‘The amount appearing on line 5 of ACP-8 will represent 
, the unobligated balance. Such balance will include 
amounts arising from ‘ 


(1) Collections 
(2) - Overclaims 


(3) ‘Cases.in which the check for a previous period has 
not been received 


(4) Cases in which it was not possible to approve ACP-8 
for the previous period for the amount shown on the 
corresponding sets of ACP-9 and ACP-10, as corrected. 


If the balance includes only items under (1) and (2), 

it will not be preceded by a minus sign. If it includes 

only items under (3) and (4), it will be preceded by a 
- minus sign. If it includes items from several sources, 

the amount attributable to each source will determine 

whether the entry will be a positive or a negative 

figure. When an entry appears on line 5, determino 

that there is attached to ACP-8 a memorandum over the 

signature of the president or secretary of the associa 

tion fully explaining the unobligated balance. 


i. Determine that all erasures or corrections made in the 
county office appearing on ACP-8 have been initialed 
by the president or secretary of the association who 
signed Form ACP-8 or by the persons acting in their 
stead who signed ACP-8, 


4, Detailed examination of Form NCR-County No.. 7. 


ree Determine that the entries at the top of NCR-County No. 7 
have been properly made. If any of these entries are 
incorrect, make the necessary corrections in ink. 


(1) The name of the county and State and the month covered 
should have been entered in the upper right-hand corner 
of the form. Tho month covered by the form should be 
the same as that shown on the related ACP-9, 


(2) Determine that the president or acting president and the 
secretary or acting secretary have signed the form. 


“DA | 


5. Dotailod examination of Form NCR-County No. 16 


a. Determine that tho entries in the heading of NCR-County 
No. 16 have been properly made. If any of these 
entries ars incorrect, make the necessary corrections 
in red ink. . 


(1) Determine that the entry in, line 1 is the correct 
total of collections required for commodity loans 
certified to date on Corn Loan-4 or Wheat Loan-2 
as the case may be. If corrections are required, 
make them in red ink. 


(2) Determine that the entry in line 2 is the correct 
total of the cumulative amounts of 1939 commodity 
loan collections reported on line 1(c) of Form 
ACP-8 submitted. If a Form ACP-37 was prepared 

‘ showing a correction in the amount of commodity loan 
collections as shown on ACP-8, use such ontry rather 
than the entry on ACP-8. Make necessary corrections 
in’ red’ ink. 


(3) Determine that the entry in line 3 is the correct 
amount obtained by subtracting line 2 from line l. 


(4) Determine that the entry in line 4 is reasonable 
as compared to the entry in line 3, If it appears 
that the association treasurer is reporting an 
entry in this linc, which is in oxcess of the 
amount of fees not yet received from lemiing agencies, 
report the case to the State committeeman in charge 
of the County Associations Section for investigation. 


(5) Determine that the entry in line 5 is the same as 
the entry in line 1(c) of ACP-8. If the entry is 
not the same as line 3 of NCR-County No. 16 minus 
line 4, call the case to the attention of the State 
committeeman directly supervising the County Asso- 
ciations Section. The county association should 
then be required to explain the discrepancy and make 
necessary adjustments, - 


(6) Determine that the person signing as association 


treasurer is the duly selected treasurer of the 
association. 


(7) Do not withhold approval and certification of ACP-8 
because of discrepancies on NCR-County No. 16 or 
necessary corrections of such form. 
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D. Computations. 
1. Computations in connection with Forms ACP-8 and related forms. 


Bhe computing clerk will make the following determinations in 
connection with Forms ACP-8 and related formss. 


a. Rule of fractions. Fifty hundredths of a cent or less 
‘shall be dropped and fractions in excess of fifty 
hundredths shall be considered a whole cent. 


b. Forms ACP-9 and ACP-10. If in verifying the computed en- 
tries on ACP-9 and ACP-10, it is determined that a 
Computed entry is in excess of the amount which should 
have been entered, delete such entry and insert the 
correct entry in the nearest available space. The 
correction shall be made on the original and all 
copies of ACP~O°-and ACP-10 in red ink. If it is de~ 
termined thet a computed entry shown on ACP~-9 or 
ACP-10 is less than the amount which should have been 
shown, do not correct the crroneous entry appearing 
in column (4), (6), or (8), or column (9) opposite 
misccllaneous items on the original or any of the 
copics of ACP-9 and ACP-10, but enter an asterisk (*) 
immediately opposite such ontry. However, whore an 
entry in column (9) of ACP-10 or in column (9) of ACP-9, 
excerpt that part thereof entitled "Miscellaneous", is 
less than the correct amount and it appears that such 
erroneous entry was the result of the incorrect 
addition of columns (6) and (8) or an incorrect trans- 
fer from such columns, delete the erroneous entry and 
enter the correct entry in red ink in the nearest 
available space on the original and all copics of 
ACP-9 and ACP-10. Where the total of column (9) of 
ACP-10 or the entry opposite the words "Brought forward" 
on ACP-9 or the total of column (9) of ACP-9 is less 
than the correct amount duc to an error in addition 
of column (9) or transfer to such column, delete the 
erroneous entry and enter the correct entry in red 
ink in the nearest available space on the original 
and all copies of ACP-9 and ACP-10. 


(1) Verify the computed entries on ACP-10 and that part 
of ACP-9, entitled, "Personal Services and Use of 
Automobiles on Mileage Basis" as follows: 


(a) Determine that the entry in column (4) is cqual 
to the total number of days reported in column 


(3). 


(b) Determine that tho ontry in column (6) is cqal 
to the product of the ontry in column (4) times 
the entry in column (5). 


(c) 


(d) 


(e) 


(f) 


wee 


Dotermine that the entry in column (8) is 
equal to the product. of tho entry in 

column (7) times the rate per mile shown in 
the heading of column (7). 


Determine that the entry in column (9) is 
equal to the entry in column (6) plus the 
entry in column (8). | 


Determine that the amount entered in column (9) 
of ACP-10 opposite the words "Total forward" 

is equal to the sum of the correct entries in 
Column (9) of ACP-10. . 


Determine that the entry in column (9) of ACP-10 
opposite the words "Total forward! has been 
transforred correctly to column (9) of ACP-9 
opposite the words "Brought forward", If the 
total of column (9) of ACP-10 has been corrected, 
correct the entry opsosite the words "Brought 
forward! on ACP-9 accordingly. 


(2) Vorify the computed entrics on that part of ACP-9 
entitled, "Miscellancous" as follows: 


(a) 


(») 


(c) 


Detormine in all cases, where the quantity and 
price per unit is shown on ACP-9, that the entry 
in column (9) is eqial to the product obtained 
by multiplying tho entry in the column headed 
"Qiantity" by the entry in the column headed 
"Price per Unit." 


Verify all computations on commercial bills and 
invoices. If such comoutations indicate that 

the corresponding entry on ACP-9 should be lowered, 
delete such entry and enter the corrected entry 

in the nearest available space. If such computa- 
tions indicate that the corresponding entry on 
ACP-9 shovld be raised, do not correct the erron- 
eous entry, but enter an asterisk (*) immediately 
opposite such entry. 


Determine that any cmtry in column (9) for an item 
payablo to the Treasurer of the United States 

for the County Association Indemnity Fund has been 
encircled by the person making the administrative 
examination of Form ACP-9. 


(3) Total of ACP-9, 


(a) 


Determine that the entry in column (9) opposite 


the word "Total" is equal to the sum of the corrected 


entries in column (9). 


Cc. 


—O7~ 


(bv) If an entry in column (9) for payment to the 
Treasurer of the United States for the Indemnity 
Fund has been encircled, include the encircled 
item in the total of column (9). Next encircle 
the total of column (9). Enter to the left of 
the encircled entry for the total of colum 
(9) the amount obtained by subtracting from 
such entry the amount of the item encircled in 
column (9) following the words, "Treasuror of 
the United States." 


Form ACP-8 and Preparation of ACP-37. 


(1) 


Corrections required in connection with ACP-8. If in 
making the determinations outlined in this paragraph c 
it is determined that a mathematical or typographical 
error has been made in making the entries on lines 1 to 
7, inclusive, of ACP-8, make no correction on ACP-8 

or any of the copics thereof, but prepare Section II 

of ACP-37 so as to reflect in the column headed 
"Correct amount" the items on ACP-8 as approved. for 
examples 


(a) If the entry appearing on line 3 of the previous 
vouchor was $100, and no correction of. such 
amount was made on ACP-37, that figure should 
have been entered in line 1(a) of ACP-8. Howover, 
assume that the figure of $90 was entered on 
line 1(a) in place of $100. In that case the 
entry on line l(a) of the column headed "Correct 
amount"! in Soction II of ACP-37 would be $100, 
and the entrics on. line 1(d), line 3, and line 5 
would be raised $10 over the corresponding entries 
in the column headed "Amount claimed on ACP-8." 


(b) If receipts were submitted with ACP-8 (Current 

¥ Youcher) aggregating $100, that figure should 
have been entered on line 2 of ACP-8. However, 
assume it is found that receipts amounting to 
$20.00 are not acceptable. In that case, the 
entry on line 2 of the column headed "Correct 
amount" in Section II of ACP-37 would be $80.00 
and the entries on lines 3 and 4 of such column 
would be raised $20.00 over the corresponding 
entries in the column headed "Amount claimed on 
AcP -8,." 


‘(c) If the entry on line 3 of ACP-8 (Current Voucher) 
is $100.00 and the entry on line 4 is $80.00, 
the entry on line 5 should be $20.00. However, 
assume that duc to an error in subtraction, the 
figure $30.00 appears on line 5 in licu of the 
correct figure of $20.00. In that case, the 
entry on line 5 of the column headed "Correct 
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amount" in Section II of ACP-37 would be $20.00 
and the entry on line 7 of such column would be 
raised $10.00 over the corresponding entry in 
the column headed "Amount claimed on ACP-8." 


(a) If the entry on line 4 of AQP-8 (Current Voucher) 
was $500.00 and such entry represented obligations 
which could not be paid because the check for the 
previous period was not received and the entry on 
line 3 was zero, the entry on line 5 would be 
minus $500.00. If in such case the entry on 
line 6 was $300.00, the entry on line 7 would be 
$800.00 (the sum of the entries on line 6 and 
line 5 disregarding the minus sign on line 5). 
Assuming that the State committee has approved 
payment of the previous voucher in the amount 
of $500.00, the entries in the column headed 
"Correct amount" for lines 4, 5, 6, and 7 in 
Section II of ACP-37 should be the same as the 
entries in the column headed "Amount claimed on 
ACP-8" and the entry in the "Correct amount" 
column on line 8 should be the amount of the 
check for the yrevious voucher, namely, $500.00. 


(c) If the total amount appearing in column (9) of 
ACP-9 is $100.00, that figure should have been 
entered on line 6 of ACP-8 (Current Voucher). 
However, assume that it was necessary to correct 
the entries on ACP-9 so that the corrected total 
thereof is $80.00. In that case, the entry on 
line 6 of the column headed "Correct amount" in 
Section II of ACP-37 would be $80.00 and the 
entry on line 7 of such column will be lowered 
$20.00, under the corresponding entry in the 
column headed "Amount claimed on ACP-8."' 


Se ae 


(f) If the amount appearing in line l(a) was zero, 
the amount appearing in line 1(b) was $1400, and 
the amount in line 1(c) was $1800.00 due to 
commodity loan collections, the amount appearing 
as the total of lincs l(a), 1(b), and 1(c) was 
$3200.00, the amount appearing. in line 2 was 
$1400, and the amounts appearing in lines 3, 4, 
5, and 6, were $1800, zero, $1800, and $1200, 
respectively, the entry in line 7 should have 
been —$600.00. If the entry $1200 had been 
made in line 7 in error, it would be necessary 
to correct such entry by entoring -$600.00 in 
line 7 of the column headed "Correct Amount", 
in Section II of ACP-37, 


(2) Make the computations on ACP-8 as follows: 


(a) Determine that tho total for item 1 of ACP-8 is 


() 


(c) 


(a) 


(c) 


(£) 


(g) 


“BO 


equal to the sum of the entries on lincs 
l(a), 1(b), and l(c), 


Determine that the entry on line 2 of ACP-8 
is equal to the correct total(s) of column 


2 of ACP-11 submitted with the current voucher 
(ACP-8) . 


Determine that the entry on line 3 of ACP-8 
is équal to the entry for total on line 1 less 
the entry on line 2. 


The entry on line 4 of ACP-8 will represent 

the amount of unpaid obligations for previous 
periods existing at the time the current voucher 
was submitted. 


[1] An item of expense becomes an obligation 
of the association when such item is ap- 
proved by the certifying officer on ACP-9 
or ACP-10. An item of expense ceascs to 
be an obligation of the association when 
the amount thereof is included on line 2 
of ACP-8 approved by the cortifying 
officer and is supported by an acceptable 
receipt or is included on line 5 of ACP-8 
as an unobligatod balance, and such un- 
obligated balance is supported by a 
satisfactory memorandum of cxplanation 
over tho sicnature of the president or 
sccretary of the county association. 


Determine thet the ontry on linc 5 of ACP-8 is 
equal to the entry on line 3 less the entry on 
line 4, If the entry on line 3 is less than the 
entry on line 4, the entry on line 5 should be 
the entry on line 4 less the entry on line 3, 
such difference to be preceded by a minus sign (-). 


Determine that the entry on line 6 of ACP-8 is 
equal to the correct total of column (9) of ACP-9, 


Determine that the entry on line 7 of ACP-8 is 
equal to the entry on line 6 less the entry on 
line 5. If the entry on line 5 is preceded by 
a minus sign (-), the entry on line 7 should be 
the sum of the entries on line 5 and line 6 
(disregarding the minus sign (-) ). If the 
entry in line 5 is not preceded by a minus sign 
and is larger than the cntry in line 6, the 
entry in line 7 should be the entry in line 5 
minus the cntry in line 6, such difference to 
be proceded by a minus sign. 


(h) 


ero = 


In cases where a claim for payment to the 
Treasuror of the United States for the County 
Association Indomnity Fund was included on 
ACP-9 and approved, prepare a ocncil memoran- 
dum sotting forth the following: 


Troas. U. & §, 1906 Sch.No.__128205 Deposits 
Indemnity Fund County Assns. 
Association $ 


Entcr in the space following the words, "Treas. 

U. S.," the amount of the vayment to the Indemnity 
Fund encircled in column (9) of ACP-9. Enter fol- 
lowing the word "Association, the result obtained 
by subtracting from the entry in line 9 of ACP-8 
the amount entered following the words "Treas. 
Uk. 


If it was necessary to use ACP-37 in connection 
with the computations on ACP-8, complete the 
preparation of such form as follows: 


[1] Prepare ACP-37 "Schedule of Exceptions" in 
quadruplicate (original and three copics). 


{2] Enter in the upper right-hand corner in the 
space over the word "State" the name of the 
State in which the association is located. 


[3] Enter in tho space over the word "County", 
the name of the county in which the asso- 
ciation is located. 


[4] Enter in tho space over the words "No. of 
voucher", the number assigned to ACP-8 in 
the county offico. 


[5] Enter in the spaco over tho words "Period 
Covered" the name of the month shown on the 
related sot of Forms ACP-8. 


r 
[6] Enter in the space over the words "Treasurer, 


County Agricultural Conservation Association", 


the name of the treasurer. 


[7] Enter in the space over the words "Post 
Office Address", the address of the associa- 
tion office. 


[8] Make entries in Section I of ACP-37 as 
follows: 


[a] Enter in Section I the individual items 
on ACP-9 and ACP-10 which have either 
been reduced or suspended. Such items 


CS  ———— 
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shoule be identified by entering 
the name of the ¢laimant and his 
title, if any, shown in columns (1) 
and (2). 


[b] Indicate immediately opposite each 
such item the amount by which column 
(9) of ACP-9 or ACP-10 is being reduced, 
and state the reason for such reduction. 
Indicate those items which cannot be 
reclaimed, 


[ce] When all itoms which have been suspended 
or reduced have boon entered in Section I, 
enter the total amount by which column 
(9) of ACP-9 is boing reduced. 


[ad] In the case of itoms which can be reclaimed 
if the necessary information is submitted 
and items marked with an astorisk (*) on 
ACP-9 or ACP-10, explain dofinitely the 
information required to render such items 
reclaimable and the exact manner in which 
reclaims should be entered on Form ACP-9 
or ACP-10. 


[e] Where the total of column (9) of ACP-9 
has been corrected woward and ACP-8 could 
not be approved in an amount sufficient 
to pay all obligations of the associa- 
tion existing at the time the current 
voucner was certified, it should be ex- 
plained that the difference may be shown 
on line 4 of the next voucher as unpaid 
obligations. In such cases, it should 
be explained that it will not be necess- 
ary to claim such difference on a supplo- 
mental ACP-9 or ACP-10, and that the 
receipt form, ACP-11 should be prepared 
in accordance with the corrected entrics 
on ACP-9 and ACP-10. 


[f] In cases where a claim for payment to the 
Treasurer of the United States for the 
County Association Indemnity Fund was 
included on ACP-9 and approved, male an 
entry below Table I of ACP-37 similar 
to the following: 


Form ACP-8 was certified for $ 


However, the amount of $ is being 
transferred to the Treasurer of the United 
tates for the County Association Incem- 

nity Fund by use of Standard Form 1096. 


de 


se 


and a check for $ will be mailed 
to youe Prepare receipt Form ACP-11 
in.the approved amount of ACP-9 exclu- 
sive of the amount of the payment to 
the indemnity fund and make no entry 
on such form for the item of $ P 
which was transferred directly to the 
County Association Indemnity Fund. 


Form ACP=11. Prepare and attach an adding machine tape to 


ACP-11 for the items appearing in column (2) thereof 
and return ACP-11 to the examining clerk. Add only 
those items which have not been deleted. 


EH. Review of Forms ACP-8, ACP-~9, ACP-10, ACP-11, ACP-37, NCR-County 
No. 7, NOR-County No. 15, and NCR-County No. 16. 


le 


When all computations in connection with ACP-8, ACP-9, ACP-10, 
ACP-11, NCR-County No. 7, NCR-County No. 15, and NCR-County 

No. 16 have been completed, such forms should be given to a 
designated review clerk who shall review such forms as follows: 


ae Review the examination and computation work in accordance 


tf 


with the instructions hereinbefore set forth and make 
such corrections as are necessary. If in the opinion 
of the review clerk too many errors have been made in 
connection with a set of forms, or if a necessary form 
is missing or a necessary form has not been properly 
certified, ACP-8 (current voucher) shall be suspended 
in its entirety. In such cases, the review clerk shall 
prepare a-letter of suspension to the secretary of the 
association, pointing out the corrections which are 
necessary and requesting the submission of a corrected 
form or set of forms. 


it was not necessary to prepare ACP-37 in connection 
with the computations of the items on ACP-8, enter on 
line 9 of ACP-8 (current voucher) the entry on line 7 
and enter a zero on line 8. However, if ACP-37 was 
prepared and all checks for previous periods had been 
received by the association, enter on line 9 of ACP-8 
(current voucher) the entry on line 7 of the column 
headed "Correct Amount" in Section II of ACP-37 or 

the entry on line 7 of ACP~8, whichever is the smaller. 
Enter on line 8 of ACP-8 (current voucher) the differ- 
ence between the entry on line 9 and the entry on line 7 
thereof. ‘If ACP-37 was prepared and the check for all 
previous periods had not been received, enter on line 9 


a —— 


Ce 


d 


Ce 


f. 


eee 


of ACP-8 (Current Voucher) the entry on line 7 of 


the column headed: "Correct amount" in Section II 

of ACP-37 or the entry on line 7 of ACP-8, whichever. ° 
is the smaller, less the amount. of any checks which 
have not becn. reccived for previous periods. Enter 

on line 8 of AGP-8 (Current Voucher) the difference 
betwecn the entry on line’9 and the. entry on line 7 
thereof. If no Form ACP=37 was prepared and the entry 
in line 7 of ACP-8 was preceded by a mims sign or if 
a Form ACP-37 was prepared and the entry in line 7 

of the correct amount column of such form was preceded 


by a-minus sign, enter a zero in line 9 of ACP-8 and 


enter in line 8 of such form the amount of the entry 
on line 7-of ACP-8 or ACP-37, whichever is applicable 
(using the mims sign). 


If a claim for payment to the Treasurer of the United 


States for the County Association Indemnity Fund was 
included on ACP-9 and approved, the reviewing clerk 
will review the memorandum prepared by the computation 
clerk to determine that it has been properly preparcde © 


reviewing clerk will then complete Table I of ACP~37 

as follows: Enter following the first dollar sign in 
the paragraph beginning, "Form ACP-8 was certified for 
$ ", the amount shown in line 9 of Form ACP~8, and 
following the second dollar sign the amount shovm fol- 
lowing the words "Treas. U. S.", at the left of the 
space for the signature of the ccrtifying officer on 
Form ACP-8. Enter following the third dollar sign the 
anount of the entry following the words "Association 

$ " to the left of the space for the signature 

of the certifying officer on Form ACP-8. Enter follow- 
ing the fourth dollar sign the amount payable to the 
Treasurer of the United States as shown on Form ACP-8. 


Initial the State office copy of ACP-8a and ACP-37, if any, 


The 


and forward ACP-8 and related forms to the certifying 
officer. 


certifying officer shall sign ACP-8 in the space pro~ 
vided for his signature and affix his title immediately 
thereunder. The certifying officer shall also date, 
sign, and enter the name of the State office on ACP~37, 
if any. The name and title of the certifying officer 
shall be typed on all copies of ACP-8a and the name of 
the certifying officer, the name of the State office, 
and the date shall be typed on all copies of ACP~37, 

if any, 


When Form ACP-8 and ACP-37, if any, have been signed by the 


certifying officer, forward all Forms ACP-8, ACP-9, and 
related forms and papers to the clerk in the County 
Associations Section who prepares Standard Form 1064, 
Schedule of Disbursements. 


en 


F. Preparation of Schedule of Voucher Deductions; Form 1096 


In case.any Form AQP-8 shows an entry to the left of the space for 
the signature.of the certifying officer indicating that part of the 

amount. entered. on ling 9 is.to be paid to the Treasurer of the United 
States for the County Association Indemnity Fund, the scheduling clerk 


will type Form 1096, Schedule of Voucher Deductions, as follows: 


We Prepare a separate Form 1096 for each schedule of association 
. expense vouchers Form 1064. fait: 


2...Prepare Form 1096 in octuple (original and seven copies). Type 

: on one clear copy of such form the notation, "Forward to 
Control Accounts and Reports Section, Agricultural Adjustment 
Administration". i nn 


3. Enter in the first line in the upper right-hand corner, the 
schedule ‘mmber. Assign I.F.-1 to the first set of forms, 
I.eF.-2 to the next set of forms and assign consecutive 
mmbers to the succeeding sets of forms. If more than one 
shect of such form is used, mumber such sheets consecutively, 
beginning with No, l. 


4, Enter in the third line in the upper right-hand corner over the 
word "date", the date the form is prepared. 


5. Enter over the words "Department or Establishment" the word 
"Agriculture." 


6... Enter over the words "Bureau or Office", the letters "AAA" and 
_the name of the State office. 


%, Enter after the words "Made by" and over the word "Name", the 
| name "G. F. Allen"; enter over the word "Title" the words 
"Chief Disbursing Officer"; and enter above the word"Station", 
_. the city and State where the Regional Disbursing Office is 
located. | . 


8. Enter immediately following the word "Périod" and above the 
words "Month or quarter ended", the month during which it 
is anticipated that the Disbursing Office will handle the 
form. eS Ra | 


9. Enter the Disbursing Officer's symbol number‘in the space pro- 
vided therefor. The Assistant Disbursing Officer will fur- 
nish the State office with the symbol used by such disbursing 
officer. a veg 


10. Make no entry in the column headed "D. ©. Voucher Number". 


11. Enter in the column headed "Burcau or Office Voucher Number" 
the administrative mmber of the.ACP-8 on which the item 
payable to the Indemnity Fund. was included. 


, 


ics 


12. Enter in the column headed "appropriation and/or Fand to be 


Credited", the symbol and title of the appropriation to 
be credited, "128205 Deposits, Indemnity Fund, County 
Association." The symbol and title need not be repeated 
on the following lines for the other Forms ACP-8 being 
scheduled. 


13, Enter in the column headed "Amount of Deductions", the amount 


to be credited to the Indemnity Fund. 


14. Enter the total of the items listed in the column headed 


"Amount of Deduction" in the space provided therefor. 


Ge Scheduling Forms ACP-8 and Related Forms 


1. The scheduling clerk will prepare Form 1064 as follows: 


ae 


De 


Ce 


d. 


ie 


Je 


Prepare Form 1064 in sextuple (original and five copies) 


Above the words "Department or Establishment", enter 
the word "Agriculture". 


Above the words "Bureau or Office", enter the words "AAA 
State Office." 


Make no entry above the words "Date Paid". 


Above the word "Name" and after the word "By", enter the 
words "G. F. Allen", ; 


Above the words "Title or Rank", enter the words "Chief 
Disbursing Officer." 


Above the word "Station", enter the city and State where 
the Regional Disbursing Office is located. 


Above the words "Month or Period Ended", entcr the name 
of the month in which it is anticipated that the Disburs- 
ing Office will handle such form. 


After the words "Symbol No.", enter the Symbol Number of 
the Regional Disbursing Officer. 


Assign Bureau Schedule Numbers to Forms 1064 covering 
county administrative expenses in the same series as that 
used by the Application for Payment Section in connection 
with ACP-22. Obtain the Bureau Schedule Number for each 
schedule from the Schedule Unit of the Application for 
Payment Section. 


-36- 


ke After the word "Date", enter the date that the form is 
submitted to the Disbursing Office. 


le Not more than 21 Forms ACP-8. should be scheduled on one 
set of Forms 1064. 


m. Make no entries in columns headed, "Disbursing Officer's 
Voucher No." and "For G.A.0.Only". 


n. Enter in the column headed "Bureau or Office Voucher Noe", 
the number appearing on the second line in the upper 
right-hand corner of ACP-8 preceded by the State and 
county code mumber. 


o, Enter in the fourth column the name of the treasurer, his 
title as it appears on ACP-8, and the address of the 
association office. In cases where an item for payment 
to the Treasurer of the United States for the County 
Association Indemnity Fund is included on the ACP-8 
being scheduled, the words "Et al" should be entered 
following name and address of the treasurer of the 
county association. 


pe Enter in the fifth column the symbol and title of. the 
appropriation as furnished by the State accountant. 


qs Enter in the last column the amount showm on line 9 of 
ACP-8. 


r. Enter in the last line of the last column the total amount 
approved, which amount shall be the total of the indi- 
vidual items entered in the last column of Form 1064. 


se An adding machine tape showing the total of all entries on 
line 9 of each ACP-8 which was scheduled on a set of 
Forms 1064 should be attached to such set of Forms 1064. 


2. Make entries showing the distribution of the amount shown in 
line 9 of ACP-8 as follows: 


In cases where the computing clerk attached a memorandum showing 
the distribution of the smount shown on line 9 of ACP-8 be- 
tween the Treasurer of the United States for the County Associa- 
tions Indemnity Fund and the associntion, type the pertinent 
information in such memorandum on Form ACP-8 to the left of the 
space for the signature of the certifying officer. 


Enter in the space following tho words "1096 Sch. No. " the 
schedule mumber of the Form 1096 prepared for the Schedule of 
Disbursements, Form 1064, with which the voucher Form ACP-8 is 
Transmitted to the Regional Disbursing Office. 


He Review of Form 1096 


1. The review clerk will determine that all entries have been made 


ac 
as set forth in these instructions. 


2. Determine that each entry in the column headed "Amount of 
Deduction" agrees with the amount shown on the corresponding 
ACP-8 opposite the words "Treas. U.S." and determine that the 
total of such column is the sum of the individual entries in 
such column. 


3. The certifying officer shall sign the original of Form 1096 
and his name shall be typed on all copies of Form 1096. 


I. Review of Form 1064 


l. The review clerk will determine that all entries have been 
made as set forth hereinbefore. 


ee Determine that the total on the adding machine tape agrees 
with the total on the last line in the last column of Form 
1064. If the amounts do not agree, check the individual 
entries in the last column of Form 1064 against the entries 
on line 9 of the related Forms ACP-8. 


3. The certifying officer shall sign the original of Form 1064 
and enter his title in the space provided therefor. The 
name and title of the certifying officer shall be typed on 
all copies of Form 1064. 


Je Distribution of Forms 


1. Upon approval of ACP-8 and other related forms and papers, 
the County Associations Section will distribute them as 
follows: 


ae Forward to the Regional Disbursing Office: 


(1) Original of ACP-8 

(2) One copy of ACP-8a 

(3) Original of ACP-9 

(4) Original of ACP-10 . 

(5) Original of NOR-County No. 16 (if any) 

(6) Original of ACP-11 

(7) Original of Forms ACP-12, if any (with signatures 
of payees) 

(8) Ganceled checks, if any were used in place of ACP-12 

(9) First copy of ACP-37 

(10) Original and three copies of Form 1064 

(11) Original and three copies of Standard Form 1096 
(if any) including the copy marked "For Control 
Accounts and Reports Section" 

(12) All powers of attorney submitted in connection 
with ACP-11 

(13) Receipts, invoices, bills, and other supporting 
documents submitted in connection with ACP-9. 
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b. Forward to the Control Accounts and Reports Section, 
Agricultural Adjustment Administration, Old Post 
Office Building, Washington, D. C., one copy of 
ACP-11 signed by the association treasurer. 


Ce Forward to the cdeoaene and Bookkeeping Division, . 
General Accounting Office, Washington, D. C., one — 
copy of Form 1096. 


d. Forward to the Division of Bookkeeping and Warrants, 
Treasury Department, Washington, D. C., one copy 
of Form 1096. 


e. When a copy of Form 1096 is returned from the Regional 
Disbursing Office with the certificate of deposit 
mumber and date of deposit shown thereon, enter such 
data on the remaining copies of Form 1096 which were 
retained in the State office and distribute such 
copies as follows: 


(1) Forward one copy to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. 0. 


(2) Forward one copy to the State accountant. 
(3) Retain the remaining copy in the State office files. 
f. Forward to the association: 


(1) One copy of ACP-8a 

(2) One copy of ACP-9 

(3) One copy of ACP-10 

(4) One copy of ACP-11 (If one copy other than the peer 
has the signatures of the payees thereon, such copy 
should be forwarded to the association) 

(5) Original and one copy of ACP-37 

(6) One copy of NOR-County No. 7 

(7) One copy of NCR-County No. 16 


g- Forward to the State accountant: 


(1) One copy of Form 1064 
(2) One copy of NCR-County No. 7 


h. Retain the remaining copies of all forms in a pending file 
in the County Associations Section of the State office. 


The Regional Disbursing Office will forward one copy of Form 1064 
and one copy of Form 1096 (if any) to the Control Accounts and 
Reports Section, Agricultural Adjustment Administration, and will 
return one copy of ACP-8a and one copy of Form 1064 and one copy 
of Form 1096 (if any) to the State office. Upon receipt of these 
forms, transfer the data which were entered by the Disbursing 
Office on the returned copies to the copies of such forms in the 
pending file and distribute them as follows: 


Ae 


acted 
ae Forward to the State accountant: 


(1) The copy of ACP-8a returned by the Disbursing 
Office 


(2) The copy of Form 1064 returned by the miter st ng 
Office 


be File in the State office files: 


(1) One copy of ACP-8a 

(2) One copy of ACP-9 

(3) One copy of ACP-10 

(4): One copy of ACP-11 

(5) The copy of the List of Approved Items and Rates 

(6) One copy of ACP-37 

(7) One copy of Form 1064 

(8) One copy each of NCR-County No. 7, NCR-County No. 15, 
and NOR-County No. 16 


ce. Upon receipt of copies of ACP-8a and Form 1064 from the 
Regional Disbursing Office, enter in the upper right- 
hand corner of Form ACP-8a the Disbursing Office 
voucher mumber and the date such voucher was paid. 


PART VI - Preparation of County Association Expense Reports 
by tne County Associations Section 


Form NCR-333, Progress Report of County Administrative Expense 
Vouchers.--As of the 15th and the last day of each month, the schedule 


clerk shall prepare Form NCR-333 in duphicate. The original of this 
form should be signed by the State committee and the County Associa- 
tions Scction and forwarded to the Director of the North Central 
Division. The copy should be retained in the files of the County 
Associations Section. 


In the preparation of the Progress Report, include only data 
pertaining to expense forms for the month previous to the month 
shown in the heading of the form. Data pertaining to earlier months 
and not previously reported should not be included in the current 
report, but should be submitted as a supplementary report indicating 
the month or months to which such data pertains 


Prepare NCR-333 as follows: 


Enter in the heading of the form the name of the State 
and the period covered by the report. 


Enter in line 1 the mumber of county associations in the 
Statce : : 


Enter in line 2 the mamber of ACP-8's received during the 
period of the report. This entry as well as entrics in lines 3 to 
11, inclusive, shall rolate only to forms for the month previous to 
that shown in the heading of the form. 


ee i 


Enter in line 3 the number of ACP-8!5 released Re the 
Regional Disbursing office. 


Enter in line 4 the number of ACP-8's paid by the 
Regional Disbursing OrFice's . 


Enter in line 5 the total of column 9 of ACP~9's 
received. 


Enter in line 6 the total of column 9 of ACP-9!'s as 
approved. 


Enter in line 7 the total amount claimed. Obtain this 
total by adding entries in line 7 of ACP-8's received. 


Enter in line 8 the total amount approved. Obtain this 
total by adding entries in line 9 of ACP-8's approved. 


Enter in line 9 the total amount of collections reported. 
Obtain this total by adding entries in line l(c) of approved 
ACP-8's or of ALE 32, if such form was prepared. 


Enter in line 10 the number of associations which have 
transmitted acceptable Forms ACP-11 and ACP-12 for all amounts 
previously approved on ACP-9, 


Enter in line 11 the number of Forms ACP-37 prepared. 


Form NCR-332, Summary of County Association Expenses.—-Upon comple 

tion of the certification and scueduling of Forms ACP-8 for all 

counties for the month, the County Associations Section will prepa: 

Form NCR-332, Summary of County Association Expenses. of 

: f 

“| 

1. Purpose.--This form will be used for summarizing and reporting i 
to the North Central Division monthly the amount of the adminis, 

trative expenses of each association by titles and objective : 

classifications. 


2. Preparation of Form.-~Prepare Form NCR-332 in duplicate promptl=) 
each month upon completion of certification and scheduling of 7) 
Forms ACP-8, Forward the original to the North Central Divisi OF | 
and retain the copy in the State office. iy 


Entries in columns (2) through (15) should be made from LF 
Forms NCR-County No. 15. . Entries in columns (16) through (20) # 
should be made from Forms ACB-9, Corrections on Form NCRCoun 
No. 15 should be made for all items on Forms ACP-—9 ond ’ 
which were corrected in red ink before the related Form ACP-8— 
was certified. 


Enter in. the spaces provided therefor at the top of the y 
sheet the State and month. Make entries in the body of the 
form as follows using one line for each county: 


——e 


Col. (1) knter the name of the county. 


} 
i 


BOL. 
Gol. 


Col. 


Col. 
Col. 
Col. 
ool. 
Col. 
Col. 
Col. 
Col. 
Col. 


COL. 


GOL» 


Entries in columns (2) to (15) inclusive shall be 
obtained from column (h) of Form NOR-County No. 1d. 


the amount paid to county committeemen 


for personal services. 


the amount paid to community committeemen 


for personal services. 


the amount paid to the secretary for 
services. In the event that one person 


serves as secretary-treasurer, bracket columns 
(4) and (5) and enter the amount paid to the 
secretary-treasurer for personal services in 


the amount paid to the treasurer for 
services. 


the amount paid to the chief clerk for 
services. ; ‘ 


the amount paid to office assistants for 
services. 


the amount paid to farm reporters for 
services. 


(2) Enter 
(3) Enter 
(4) Enter 
personal 
column (4). 
(5) Enter 
personal 
(6) Enter 
personal 
(7) Enter 
personal 
(8) Enter 
personal 
(9) . Enter 


the amount paid to performance supervisors 


- for personal services. 


(10) Enter the amount paid to chiefs of ground contral 
for personal services. 


(11) Enter the amount paid to range personnel for 


personal 


servicese 


(12) Enter the amount paid to commodity loan inspectors 
for personal services. 


(13) Enter the amount paid to crop insurance personnel 
for personal services. 


(14) Enter the total paid for all personal services. 


(15) Enter the total paid for travel. 


A. 
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Col. (16) Enter the amount shown for pftice NEN on ACP-9 
as approved. 2 ia 


Col. (17) Enter the amount shown for eee pace on 
ACP-9 as approved. 


Col. (18) Enter the sum of the amounts shown for supplies and 
miscellaneous items on ACP-9 as approved. 


Col. (19) Enter the amount of ACP-9 as approved: Obtain this 
entry from the total of column (9) of ACP-9, This 
total should agree with total entries for the oo 
in columns (14) to (18) inclusive. 


Col. (20) Enter the sum of the approved amounts of ACP-9, 
begiming with Jamary 1, 1939, and including the 
current form. 


Total the amounts entered in the individual columns 


and make the necessary entry at the foot of each column. 


PART VII - sonatas for Auditing Fiscal Records and Accounts 
f County Agricultural Conse servation Associations. 


Designation lification nd Duties of Count ssociation Auditors.—=— 


The State Committee will designate two men to act as county association 
auditors. Such persons will be employed in the County Associations Sec- 
tion. The men selected should be thoroughly familiar with the Agricul- 
tural Adjustment Administration Programs, and should have had experience 
with the forms and procedure used in connection with county association 
expenses. County association auditors should spend a portion of their 
time in the State office working in the County Associations Section. 


It should be the goal of each State committee to have fiscal 
records and accounts of all county associations audited at least once 
each year, The routing of the auditor in his work should be determined 
by the State committee. In every case the farmer fieldman should take 
the guditor to the association office the first time that the auditor 
visits such county for the purpose of auditing its records. . The auditor 
should at all times keep in close touch with the farmer fieldman and 
Should cooperate with him in the conduct of his work. 


_ In addition to auditing fiscal records and accounts in the county 
office, the auditor should give all assistance possible to the county 
committee, the secretary, the treasurer, ond the chief clerk of the 


county association in connection with handling pxpense cea ye and funds 


of the association. 


—_— 


BE 1 eae 


B. Preparation by State Committee of Information for County Association 
Auditors.--The State committee will determine that Receipt Forms Cl-2 
issued to the association are accounted for or furnish the euditor with 
a list of all Forms CL-2 issued to the county. The State committee will . 
also furnish the auditor with a record of the correct amount of collec- 
tions which should have been reported for wheat loans and the correct 
amount which snould have been reported for corn loans. They will also 
furnish him with a copy of Form NCR-County No. .5, Revised, on which 
entries have been made in columns a, b,.c,.d, and g for all months to 
be covered by the Report of Audit. For convenience, the word "Revised" 
is hereinafter omitted wherever reference is made to Form NCR-County 
No. 5 Revised. 


The State committee will proceed as follows in the preparation 
of information for the auditor. 


1. In determining whether all Forms CL-2 issued to the association 
have been accounted for, the State committee will compare the 
list of mumbers of such forms on all Forms NCR-County No. 9 with 
the list of mumnbers of forms furnished to the county. They will 
then supply the auditor with a list of all receipts issued to 
the county but not listed on Forms NCR-County No. 9 attached to 
expense vouchers. 


2. The record of the amount of collections for wheat loans which 
should have been reported on NCR-County No. 9 will be obtained 
from copies of 38-WL-2. 


a. The entries in column h, Warehouse Storage, should be counted 
and the result multiplied by $1.50 to determine the correct 
amount of collections for warehouse loans, 


b. The number of bushels which, when multiplied by the county 
rate per bushel, would produce a total of $3.00, should 
be determined. 


c. All entries in column f, Farm Storage, showing a number of 
bushels equal to or less than the number required to pro- 
duce a fee of $3.00 at the county rate, should be encircled. 
The number of such encircled items should then be determined. 
The number of oncircled items should be multiplied by $3.00 
to determine the correct amount of collections for loans 
requiring minimum fees. 


d. The unencircled items in column f should be added and the number 
of bushels obtained should be multiplied by the county rate 
per bushel to determine the correct amount of fees for farm 
storege loans requiring in excess of a minimum fee. 


@. The results obtained under a, c, and d should be added. Such 
total will represent the correct amount of collections for 
wheat loans. 


Se 


ft. 


a 
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If the county rate provides for different rates for loans of 

varying sizes, the necessary variations from the above out- ; 
lined procedure should be used in determining the correct 

total of collection for wheat loan fees. 


The record of the amount of collections for corn loans which 
should have been reported on Form NCR-County No. 9 will be 
obtained from copies of Clw4, 


ae 


De 


Ce 


de 


Se 


f. 


Be 


Determine the number of bushels which, when multiplied by 
the county rate, would produce the amount of $3.00 in fees. 


Encircle all entries in columns f and g showing a number of ' 
bushels equal to or less than the number required to produce ' 
the minimum fee. 


Count the number of encircled items and multiply by $3.00 to 
determine the amount of collections which should have been 
made for loans requiring minimum fees. 


Add the number of bushels in all items not encircled. 


Multiply the result obtained in d by the county rate per 
bushel. : 


Add the result obtained under e to the result obtained under 
ec to determine the amount which should have been collected 
for corn loan fees. 


In case the county rate provided for variations according to 
the number of bushels sealed, make the necessary adjustments 
in the above-described procedure to determine the correct 
amount of fees which should have been collected. 


Preparation of Table I, Form NCR-County No. 5. 


Qe 


De 


Ce 


Enter in the upper right-hand corner the name of the county 
and State. 


Enter in the heading following the words "For the period from" 
the date January 1, 1938. Make no entry following the word 
"to" and enter in the space for the name of the treasurer, the 
name of the person or persons who served as treasurer of the 
association since January 1, 1938.- 


Enter in column a the month and the number of ACP-9 for all 
months for which ACP-9 has been approved by the State com- 
mittee, beginning with the month immediately following the 
last month included in Form NOR-County No. 5 for the period 
ending December 31, 1937 (in practically all cases the first 
entry will be for December 1937). 


C. Procedure to be Folloyed by the 


Ze 


h. 
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Enter in column D. a cao of U. S. Treasury wats for 


association | expenses received for ‘the paride shown in 


column’ Cres ; 


Enter in column c the amount of earteeeions reported in 
line l(c) of the approved ACP=8 for the month shown in _ 
colum a, If AGP-37 was prepared for the month, obtain 
the entry from the corresponding line of such form instead 


rat obtaining it from ACP-8, 


Enter in column d the amount of the approved ACP-9 for the 
month shown in column a. 


Enter in ‘column g the approved amount of Form ACP-11 and 


ACP-12 returned to the county comnittee for the month shown 
in column a, In the event that Receipt Forms ACP-11 or 
ACP-12 for any month previous to the first month listed in 
column a were approved by the State committee after the 

first date covered by this Report of Audit, ontcr the amount 
of ACP-11 approved for each such month separately in column g 
and enter in parentheses Eger eyes? the amount, the month and 
year. 


Obtain the correct totals of columns a, b, c, d, and g and 
enter on the line for Totals. 


and Accounts of Agr 


1. 


esis of Forms ACP-21, ACP-9S and ACP-10, ACP-11 and ACP-12 and 


ae 


~ Canceled Checks. 


The cuditor will ae) for the following records; Signed 
copies of ACP-21 end approved copies of ACP-8, ACP-9 end 
ACP-10; ACP-11 and ACP-12, bank statements, doposit slips, 
concecled cheeks and check stubs for all months beginning 
with the first month listed in column a, Table I, NOR-Ccounty 
No. 5-6 


If approved copies of ACP-8, ACP~9, ACP-10, ACP-11, and 
gist for any month subsequent to those listed in column 
a by tlie State conmittee have been received by the county 
ssociation, list such month in column a of such’forn and 
a nge the total of column a accordingly. Make corres- 
ponding changes in column c and column ’d and also in column 


-b if the Treasury check has been received. liake necessary 


entries in column zg for any approved Forms ACP-11 received 
by the county association from the State committee since 


Form NCR-County No. 5 was prepared by the State committee. 


ee 
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c. The auditor with the assistance of the association treasurer 
and clerks in the county office should compare entries on 
ACP-21, ACP-~9 and ACP“10, ACP-11 and ACP-1l2, and the associa- 
‘tion check (using the check stub if the check has not been 
canceled) for each person. for each item appearing on such 
forms. Records for every third month should be compared in 
detail. If errors are found in such forms, records for all 
months should be checked in detail. 


d. Discrepancies found should be listed. However, if the same 
type of discrepancies appear repeatedly, samples of discrepancies 
should be listed rather than all individual discrepancies. 


@e The total of Treasury checks issued and canceled for each nonth 
should be entered in column e and the total checks issued for 
the month but not yet canceled should be entered in column f. 
The total of column e and also of column f should be determined 
and entered. } 


f, Lists by months should be prepared for each of the following; 


(1) <All items listed on the approved Forms ACP-9 and ACP-10 
for which checks have not been drawn or for which in- 
correct checks have been drawn. Such list should be 
totaled and headed "Unpaid Obligations" and "Incorrect 
Payments. !! 


(2) All items listed on the approved Forms ACP-9 and AOP-10 
for which checks have been drawn but not canceled showing 
the name of payee, check number, date and amount. Such 
List should be totaled and headed "Checks Outstanding." 


Audit of Receipt Forms CL-2, Corn Loan-4, and 38-WL-2.--The auditor 
will noxt call for corn loan and wheat loan records including copies 

of CL-2 and Corn Loan-4 and 38-WL-2. The list of Forms CL-2 furnished 
by the State committee will be compared with the records in the county 
office and will be completed if necessary. If Forms CL-2 are missing, 
the suditor will determine, as far as possible, why such forms are miss— 
ing and spot chock Forms CL-2 against copies of CL-4 and 38-il-2 to 
determine whether there are any individual loans for which no CL-2 can 
be located, List loan number of any such loans for future reference. 


In case the total amount of wheat loan fees reported on 
NOR-County No. 9 does not agree with the amount which the State office 
advises should hreve been reported, make the following additional 
determinations: 


ce. Determine that no loans appear on 38-WL-2 which will not be completed. 


bd. Determine that each lonn is listed but once on 38-WLe2, 


Ce Make necessary edjustments for applications for which a preliminary 
fee should be added to the total shown on 38-Wl-2, but which loans 
should not be shown on 38-WL-+2 because they will not be completed. 


de 


Ce 


SER ie Mae 


Make necessary adjustments for loans listed on 38-WL-2 for which 
fees will be paid from the proceeds of the loan, but have not 
been received by the association treasurer, 


Check totals of 38-WL-2 for errors. If material differences 

still exist between the amount of wheat collections reported 

on NCR-County No.“’9 and the indicated correct total of wheat 

loan fees, check loans individually on 38-Wb-2 and NCR-County 
No. 9. If material errors are found in the amount collected 

from any borrower, report such error on a list for the State 

committee for further instructions. 


Follow the procedure outlined in a, b, c, d, ande in checking 
CL-2 and Corn Loan-4, listing for the State committee loans 

for which borrowers paid materially more or materially less than 
the correct amount in loan fees. 


Reconciliation of Bank Balance 


Qe 


Determination and Certification of Bank Belance.--The auditor 
should next request the association.treasurer to determine the 
association bank balance and have an official of the bank 
certify such balance in the space provided therefor on page 2 
of NCR-County No. 5. The auditor should next determine whether 
the certified bank balance represents the correct balance | 
considering the amounts received and the amounts paid out by 
the association from January 1, 1938,through the last date 
covered by the audit. This should be done on page 2, NOR-County 
No. 5, headed "Reconciliation of Bank Balance." 


Preparation of Page 2, NCR-County No. 5.-- 


(1) Enter in line 1 the unobligated balance as of December 31, 1937, 
as snown on line 9 of NCR-County No. 5 for the period ending 
on that date. 


(2) Enter in line 2 the amount of checks written before December 31, 
1937,. still outstanding when the current audit is made. In 
most instances the previous Report of Audit Form NCR~County 
No. 5 will not be supported by a list of outstanding checks 
which total up to the amount entered in line 11 of that forn. 
It will be necessary to determine which checks fall in that 
classification from records available. If the date the 
canceled check was returned has been noted on the check stub 
or on a sovecial list, the information can be obtained from 
that source. If not, it will be necessary to make the deter- 
mination from the cancelation date on the check. Prepare a 
list of any such checks, 


(3) Enter in line 3 the amount of U. S. Treasury checks for 
association expenses received during the period covered 
by the audit. Obtain this amount from the total of colum 
Yr, Paole Tl. 


4. 


eae nae 


(4) Rnter in line 4 the total amount of collections approved 
on line 1(c) of Form ACP-8 or ACP-37 for the period 
covered. Obtain this entry from the total of column c, 
Table I. - . 


(5) Enter in line 5 the total of collections made by the 
association treasurer since the most recent Voucher Form 
ACP-8 was transmitted to the Stato office. Obtain this 
entry from current records in the county office and from 
the association treasurer. 


(6) Enter in line 6 the sum of lines ly 2,°°3, 4, endo. (oem 
entry will show the amount of funds for which the associa- 
tion treasurer is eccountable for the period covered. 


(?) Enter in line 7 the amount of checks drawn in a previous 
period and canceled this period. Attach a list of checks 
drawn in a previous period and still uncanceled. 


(8) Enter in line 8 the amount of checks drawn this period 
and canceled this period. Obtain this entry from the 
total of column e, Table I. 


(9) Enter in line 9, line 6 mims the sum of line 7 and line 6. 
Tie result should show the amount of funds for which the 
association treasurer is still accountable and should agree 
with the bank balance as shown in line 10. 


(10) If the entries in line 9 and line 10 are not the same, deter-— 
mine the reasons for such difference and explain such 
reasons briefly in a memorandum. If a difference exists, 
and individual checks issued for each month have not been 
checked against entries on ACP-9, ACP-10, and ACP..l1, checs 
such individual entries-in an attempt to locate the reason 
for the difference. Determine whether any checks have been 
issued or any sums deposited which have not been included 
in the entries in Table I. 


Completion and Certification of NCR-County No. Se«-The auditor will 
not advise the association treasurer how to adjust any differences 
found, but shall first consult with the State committee and the 
farmer fieldman. 


Upon completion of his work the auditor will sign page 2 of 
NCR-Ccounty No. 5. . 


The report submitted by the auditor for each county snould 
include Form NCR-County No. 5 in duplicate, duplicate copies of all 
lists and memorandums called for in these instructions, and duplicate 
copies of the completed report entitled "Auditors Report of Fiscal 


. Records and Accounts of the County State 


Agricultural Conservation Association." 


ee 


De 


it AOL. 


General Assistance to County Associstions.--RBefore leaving the 
county office, the auditor should give all possible assistance 

on any problems involving county association expense forms and 
procedure which may be required by the association. He should 

not, however, attempt to advise the association officiels concern- 
ing space, office arrangement, personnel or other general questions 
relating to administration of the association. Any recommendations 
regarcing such matters should be included in the report to the 
State committee. 


NCR-State 303--Supyl. No. 1 


p Issued May 15, 1939 
UNITED STATES 


Cee nat Mey OF AGRICUL fan 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


North Central Division 


PROCEDURE FOR THE OPERATION OF THE COUNTY 
EE EN VOUNT YT 
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ASSOCIATIONS SECTION OF THE STATE OFFICE ~2 
erin ree een ee nee senor teat en ee nn @ 
[Supplement No. a wo ~ 
ae) 
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NCR-State 303, issued April 15, 1939, is hereby amended as follow 


Bree ~ 
NCR-State 303, Part VII, Procedure for Auditing Fiscal Records and 
Accounts of County Agricultural Conservation Associations, Section C, 
Item 1, Paragraph e, page 46, is amended to read as follows: 

e. The total of association checks issued and canceled for each month 
Should be entcred in column e and the total checks issued for the 
month but not yet canceled should be entered in column f. The 


total of column e and also of column f should be determined and 
entered. 


NCR-State 303, Part VII, Procedure for Auditing Fiscal Records and 
Accounts of County Agricultural Conservation Associations, Section C, 


Item 3, Faragraph b, sub-paragraph (2), page 47, is amended to read as 
follows: 


(2) 


Enter preceding the word "audit" in Item 2 of page 2, the 
word "previous", Enter in line 2 the amount of checks 
written before December 21, 1937, still outstanding when 
the previous Report of Audit was made. In most instances 
the previous Report of Audit Form NCR-County Mo. 5 will 
not be supported by a list af outstanding checks which 
total up to the amount entered in line 11 of that form. 
It will be necessary to determine which checks fall in 
that classification from records available. If the date 
the canceled check was returned has been noted on the 
check stub or on a special list, the information can be 
obtained from that source. If not, it will be nec- 
essary to make the determination from the cancelation 
date on the check. Prepare a list of any such checks. 
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NCR-State 303--Suppl. No.2 Issued July 17,1939 
Pe rrnpp STATES DE P ARTZMBN OF AGRICUL TERS 
AGRIGULTURAL ADJUSTMENT iin ete Gate 
North Central Division _ 


Pe 

PROCEDURE FOR THE OPERATION OF THE COUNTY ys 
‘a | ee 

ASSOCIATIONS SECTION OF THE STATE OFFICE a 
[Supplement No .2/ © 


1. NCR-State 303, Part VI, B,2, page 41, the instructions for column (11) 
are amended to read as folk itwas 


Col. (11) Inter the amount paid to range personnel for 
personal services. For states having no range 
program, enter in column (11) the amount paid 
to the Commodity Oredit Corporation in connec- 
tion with commodity loans as show under 
"Miscellaneous" on Form ACP-9. 

For the States having a Range Program, in addi- 
tion to the entry for the amowmt paid to range 
personnol for persoiial services an entry should 
also be made in column (11) for the amount 

paid to the Commodity Credit Corporation as 
shown undor "Misccllancous" on Form AGP-9. 


ese 
For a fow countics this will mean two entrics T gcctin 

in the space provided in column (11). All Ha %, 

entries for amounts paid to range personnel aa 

should be preceded by an asterisk (*). ey te \ 
The amounts reported as being transmitted to \3 \ <a, & BN 
the Commodity Credit corporation will no longer KC Sy ee eae 
be combined with and shown in the entry in Nite, © 4. ) 
column (18), Supplies and Miscellaneous. Ra. UY 
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2. NOCR-State 303, issued April 15,.1939, is hereby amended by adding at 
the end thereof the following new Part VIII: 


Part VIII - Instructions for Determining Estimated Amount 
~ of County Associa ation Expenses under 1939 
Agricultural Conservation Program 


Under the 1939 Agricultural Conservation Program all expenses of the 
association incurred or to be incurred in connection with the authorized work 
of the association during the poriod January 1, 1939 to December 31, 1939, 
inclusive, will bo deducted from paymats wider the 1939 Agricultural Con- 
servation Program less the amounts of money representod by the following: 


(a) Expenses incurred or to be incurred in connection with the 1939 
Prico Adjustment Program during the poriod January 1, 1939 to 
Decembor 31, 1939, inclusive; 


(b) Expenses incurred or to be incurred in connection with the 1939 
Sugar Beet Program during the period January 1, 1939 to 
December 31, 1939, inclusive; 


(c) 


(e) 


ce. 


he 


Expenses incurred or to be incurred in connection with the 
Crop Insurance Program during the period January 1, 1939 
to December 31, 1939, inclusive; 


Fees received or to be received in connection with the 
Commodity Loan Programs during the period January 1, 1939 
to December 321, 1939, inclusive; 


Any credit because the amount deducted under the 1938 
Agricultural Conservation Program was in excess'of the 
amount authorized to be deducted; 


Any credit because of unusual expenses or conditions in 
the county. 


The determination of the rate to be deducted for association ex- 
penses will be made by the Application for Payment Section of the State 
Office. Upon receipt of a request from the Application for Payment 
Section, the County Associations Section will furnish to the Application | 
for Payment Section the following information: 


1. 


The estimated amount of 1939 county association expenses. 
This amount shall represent the total amount of expenses 
incurred. orto be incurred in connection with the authorized 
work of the association during the period January 1, 1939 to 
December 31, 1939, inclusive, less the sum of the following 
amounts: 


(a) Expenses incurred or to be incurred in connection with 
the 1939 Price Adjustment Program during the period 
January 1, 1939 to December 31, 1939, inclusive; 


(>) Expenses incurred or to be incurred in connection with 
the 1939 Sugar Beet Program during the period January 1, 
1939 to December 31, 1939, inclusive; 


(c) Expenses incurred or to be incurred in connection with 
the Crop Insurance Program during the period January 1, 
1939 to December 31, 1939, inclusive; 


(ad) Fees received or to be received in connection with the 
Commodity Loan Programs during the period January 1, 
1939 to December 31, 1939, inclusive. 


Credit for unusual expenses or conditions. The State Committee 
will have allocated to certain counties within the State an 
emount of money out of the fund allocated to the State for this 
purpose. After the State committee made this allocation, a list 
of the amounts and the counties to whom allocated will have been 
forwarded to the County Associations Section. 


pa 


3. <Any other credit which may have been authorized. If any other 
credit is authorized, the ~-me and the amount of such credit will 
have been furnished to the County Associations Section. 


The foregoing information shall be prepared in duplicate. Both 
copies of such information will be dated and signed by the member of 
the State committee directly responsible for county association work. 
The original thereof shall be forwarded to the Application for Payment 
Section and the copy thereof filed in the County Associations Section. 


After NCR-334 or NCR-334A (whichever is applicable) has been 
completed by the Application for Payment Section, a signed and dated 
copy shall be furnished to the County Associations Section. This copy 
shall be filed in the County Associations Section. 
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